
CHAPTER 3 
Corporate Services 



As portfolio councillor for Corporate Services I am very proud of each and 
every staff member who provide services, which often go unseen, but which 
if it is not done would have disastrous consequences for our service delivery 
agenda. 

COUNCILLOR: Nomajuda Bityi | Corporate Services 


“The Corporate Services Department regards the functions of the department as the 
heart of the organization. Our core value of Trustworthiness depicts this belief 


We want to be a “reliable partner” and it helped us focus on the quality of the work 
and functions of the department. 

EXECUTIVE MANAGER: Annaleen de Beer | Corporate Services 



CORPORATE SERVICES 


INTRODUCTION 

The Corporate Services Department regards the functions of 
the department as the heart of the organization. Our core value 
of Trustworthiness depicts this belief A strategic planning 
session with the whole department emphasized our “brand- 
ing” and the way in which we do our work. We want to be a 
“reliable partner” and it helped us focus on the quality of the 
work and functions of the department. We believe that we have 
achieved the goal of a higher standard of service as is clear from 
the report that follows. We also focused on our role as strategic 
enabler of the district and two of the achievements for the dis- 
trict was die co-ordination and establishment of a TASK evalu- 
ation unit as well as the co - ordination of the roll out of the 
Minimum Competency Level training. In both instances the 
projects involve the Eden District and Central Karoo District 
and include all the B municipalities in both the districts. 

DEPARTMENT CORPORATE SERVICES 

Corporate Services Department consists of the following sec- 
tions under the Management of Ms Annalene de Beer and 
Portfolio Chairperson Cllr N Bityi; 

Administration: Committee Services 
Administration: Auxiliary Services 
Human Resources 
Project Management 

ADMINISTRATION: COMMITTEE SERVICES 

This section renders administrative support to the municipality 
to facilitate proper administrative practice through the follow- 
ing functions are: 

• Provide secretarial services to the Council, Executive 
Mayoral Committee, portfolio and other specific 
commit tees of the municipality in support of ap 
propriate decision making processes 

• Provide meetings and general administrative support 
services to the department 

• Render translation services to the municipality’s de 
cision making structures to facilitate accurate com 
munication processes 

This section consists of the following positions: 

• Chief Administrative Offer 

• Two (2) Committee Clerks 

• One (1) Translator 

• One (1) Typist / Clerk 



ADMINISTRATION: AUXILLIARY SERVICES 

This section renders an auxiliary service to the municipality 
and its five directorates namely; Corporate, Technical, Com- 
munity, Strategic and Financial Services. The services that the 
section is rendering are as follows: 

• Rendering of a registration and archives services to 
council 

• Rendering of a cleaning and messenger services 

• Rendering of a access control services 

• Rendering of a reprographic services to council 

• Rendering of a switchboard services 

This section consists of the following positions: 

• Chief Administrative Officer : Auxiliary Services 

• One(l) Administrative Officer : Registration and 
Archives 

• Two (2) Registry Clerks 

• One (1) Reprographer 

• One (1) Security and Risk Officer 

• One (1) Supervisor : Cleaning and Messenger 
Services 

• Five ( 6) General Workers 

• One (1) Messenger 

• Two ( 2) Access Controllers 

• One(2) Switchboard Operator 

• Three ( 3) Learners 

REGISTRATION AND ARCHIVES 

Receiving and processing daily mail which includes opening , 
sorting ,stamping, scanning, indexing and distribution via Col- 
laborator, a document management system. 

Boxing closed files and volume 

Disposal of other and financial records 

Destruction certificates to Provincial Archives 

Disposal of records at Oudtshoorn and George Fire brigade 

stores 

Disposal of financial records at off site storage park 
Filing of correspondence onto filing system 
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COLLABORATOR 

Scanning of incoming correspondence on a daily basis 
Indexing of correspondence on a daily basis 
Verifying and filing of correspondence on a daily basis 
Distribution of correspondence to managers on a daily basis 
Opening of new electronic files on collaborator 

SWITCHBOARD 

Daily operation of telephone switchboard by handling of in- 
coming and outgoing phone calls 

Receipt of messages for staff members and the delivery of the 
messages via the e-mail system 

CLEANING SERVICES 

Daily cleaning of offices, floors, bathrooms, corridors, commit- 
tee rooms and council chambers by means of seven (7) cleaners 
Preparing and serving of refreshments (coffee and tea) to staff 
members, council meetings, councilors and visitors 

MESSENGER SERVICES BY ONE STAFF MEMBERS 

• Collection of daily mail from post office 

• Delivery of daily mail to post office 

• Internal messenger duties (2 times a day) 

• External messenger duties 

REPRODUCTION BY ONE STAFF MEMBER 

Execution of general reproduction duties 
Boxing of provincial and government gazettes 
Personal delivery of agendas to councilors on a monthly basis 
and when needed 

COUNCIL POOL VEHICLES 

• Checking of all seven (7) vehicles by means of vehicle 
checking checklists on a daily basis 

• Maintenance of all vehicles 

• Manage and supervision over the use of vehicles by 
personnel 

• Manage and supervision over the maintenance of 
vehicles 

• Responsible and see to it that the vehicle checklist be 
sent monthly to finances 

COUNCIL LAND AND BUILDINGS 

Manage and maintaining of council land and building by means 
of budget, requisitions, order numbers and external suppliers 
Consult with external suppliers in order to maintain the build- 
ings and council land 
Manage and control of all building keys 

Manage and supervision over access control and guard services 


by means of two night security guards of which one has moved 
to day shift 

HUMAN RESOURCES 

The Human Resources Section, located within the Department 
Corporate Services, delivers a support service to the other de- 
partments. Its primary function is to co-ordinate all Human 
Resource activities in order to achieve Eden District Munici- 
pality’s objectives of service delivery of which enhancement of 
staff performance plays a fundamental role. 

In line with the constitutional mandate of Local Government, 
the legislative requirements for Human Resources, the Human 
Resources Section at Eden District Municipality regards it mis- 
sion to serve and support the interest of all personnel. 

In this regard the HR strives to: 

• Empower employees towards maximizing their 
personal potential and deliver on and exceed 
organizational requirements. 

• Continuously align the HR Strategy and the Organi 
sational Strategy (IDP), legislative Requirements and 
best practices in the HR fields 

• Promote and practice “Putting people first” Equity, 
fairness, objectivity and consistency. 

• Committed to professional conduct, and 

• Develop and adopt appropriate systems and proce 
dures to ensure fair, efficient, effective and 
transparent personnel administration. 

The Human Resources Section is managed by Assistant 
Manager: Human Resources and consists of the following 
disciplines: 

• Human Resource Management 

• Human Resource Receptionist / Typist 

• Employment Equity / Skills Development 

• Recruitment and Selection 

• Human Resources Administration & 

Conditions of Service 

• Leave Administration 

• Contract Administration 

• Training and Development 

• Labour Relations 

• Occupational Health and Safety 

• Welness and Employee Assistance 

PROGRESS REPORT ON ACHIEVEMENTS REACHED: 

A. ORGANISATIONAL STRUCTURE 

Notable progress have been made to fill vacancies and currently 
only 26 vacancies occur on the organogram. The increase of as- 
pired candidates for administrative and general workers posts 
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indicates the high unemployment rate within the Eden District. 

B. SKILLS DEVELOPMENT 

The Work Skills Plan was respectively approved by the Training 
& Development Committee and the Local Labour Forum be- 
fore the due date of 30 June 2010 and it was in time submitted 
to the LGSETA as required by regulations. The role of the Skills 
Development Facilitators is to co-ordinate all training for both 
the employees and councilors. One of their functions is to sub- 
mit annual reports regarding the number of courses/learner- 
ships, as well as the number of people who attended and com- 
pleted the said courses/learnerships. Another aspect of training 
is the induction of all new employees. 

Herewith a synopsis of training programs achieved for 
2009/2010. 

Training for Municipal Employees during 2009 / 2010: 

• Transformational Leadership 

• Certificate Management Development Programme 

• National Diploma Finance and Admin 

• Municipal Finance Management 

• Executive Leadership Development 

• Fire Fighter 1 & 2 

• Information Systems 

• Crew Commander 

• Law Enforcement 

• Handyman (Basic electrical and plumbing) 

• Hazmat Awareness 

• Information Security 

• Leave Management 

• Food Safety 

• Coral Draw 

• Pump Operator 

• Basic Supervisor 

• First Aid 

• Facilitation 

• Secretary and PA 

. PAYDAY 

• BA Communication 

• Tourism 

• End user computer 

• Waste Treatment 

• Transport and Fleet management 

• Disaster management 

. UniGIS 

• Drivers license 

• Accounting 

• Recruitment and Selection 

• Labour Law 


• Coaching, mentoring, assessor and moderator 

• Basic life skills 

• Report writing 

HUMAN RESOURCES POLICIES DEVELOPED AND AP- 
PROVED (2009/2010) 

• Student Assistance Policy (Approved) 

• Long Service Gift Policy (Approved) 

• International and National Travelling and Subsist 
ence Policy (Approved) 

• Ethical Standard Policy (Approved) 

• Scarce and Critical Skills Policy (Work in Progress) 

• Skills Development Policy (Work in Progress) 

• Policy awards (gifts) for long service and retirement 
( Approved) 

• Revised Recruitment and Selection 
(Work in Progress) 

• External Bursary Policy (Work in Progress) 

• Sport and Cultural Policy (Work in Progress) 

• Disability Policy (Work in Progress) 

• Revised Smoking Policy (Work in Progress) 

C. EMPLOYMENT EQUITY 

The Eden District Municipality has committed itself to the pro- 
motion of equal opportunities, fair treatment, the removal of 
unfair discrimination and the implementation of affirmative 
action measures in order to redress the disadvantage that desig- 
nated groups have experienced in the past and by ensuring that 
there is equitable representation in all occupational categories 
and levels of its work force. 

To give substance to the above commitment the Eden District 
Municipality has developed a successive Employment Equity 
Plan which runs from 28 February 2008 till 28 February 2013. 
With the implementation of TASK and the sporadic changes 
to the organogram, the employment equity committee will at a 
strategic session revised the employment equity plan. 

Other key focus area is the development of a Disability Policy 
which is work in progress. 

The Employment Equity Committee meets on a quarterly basis 
to monitor the implementation of the successive plan. 

HEALTH AND SAFETY 

Two fulltime Occupational Health & Safety officers are perma- 
nently employed to oversee the functions of the Health & Safety 
Sub-Committees and the Central Health & Safety Committee. 
All representatives were sent on training courses to familiarize 
them with the issues effecting occupational health & safety. The 
sub -committees (3) and the Central Health &: Safety Commit- 
tee meets regularly every three months. 
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CONDITIONS OF SERVICE 

APPOINTMENTS FOR 2010 



ANNUAL SALARY INCREASES; JULY 2010 

SALGA confirmed a 8.48% salary increase for 2010/2011 with 
effect from 1 July 2010. The Task grades were also implement- 
ed on a Category 4 municipality. Confirmation letters were 
sent to each employee containing their personal salary detail. 


Department Technical Services are committed to ensure a safe 
and healthy work environment of all employees through con- 
tinuous awareness training and toolbox talks. At this stage there 
is a measured reduction in injuries on duty in this department. 
Written safe operating procedures to prevent reoccurrence of 
specific incidents have been implemented. 

MEDICAL AIDS 

Every year during the window period employees have the op- 
portunity to change from medical aid or option. The medical 
aid window period is from the 1st of October 2010 until 30 No- 
vember 2010. The medical aids to choose from are HOSMED, 
BONITAS, SAMWUMED, LA HEALTH and KEYHEALTH. 
Eden DM membership figures for 2010 are as follow; 

BONITAS 206 

HOSMED 27 

LA HEALTH 16 

KEYHEALTH 15 


SERVICE EXITS DURING 2010 


SAMWUMED 131 



□ OFFICE OF 
THE MM 

■ TECHNICAL 
SERVICES 

□ CORPORATE 
SERVICES 

□ FINANCIAL 
SERVICES 

■ STRATEGIC 
SERVICES 

□ COMMUNITY 
SERVICES 


REASONS FOR SERVICE EXITS 



2010 

□ RETIREMENT 

110^ 

16% 

■ RESIGNATION 

11%/^ 

A 

□ MEDICAL 

HI 


DISABILITY 

16%l ^ 

■ 

□ DISMISSAL 


^46% 

■ DEATH 


TOTAL 395 

RETIREMENT & PENSION FUNDS 

The annual general meetings of the Cape Retirement Fund 
took place in February 2010 and the Cape Joint Pension Fund 
in May 2010. Delegates were nominated as representatives to 
attend the meetings. 

GROUP LIFE INSURANCE 

Prosperity, our insurers, has approved three disability claims 
and two death claims for Eden DM for 2010. 


FNB HOME LOANS 

In conjunction with the Cape Joint Funds (Retirement & Pen- 
sion), a home loan option is available from First National Bank. 
Employees’ pension benefits guarantees the loan amount at 
FNB and are deducted from their salary. Because it is a “hous- 
ing loan”, a quotation must be accompanied with the applica- 
tion and money may be utilized for additions, alterations or 
maintenance to the property. 

ORGANISATIONAL STRUCTURE 
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The organizational structure is updated monthly as employ- 
ees are appointed and leaves Council’s services. Some sections 
were transferred between departments. 




HIV/ AIDS in the workplace Policy 


The following sections were transferred to the Department, Of- 
fice of the Municipal Manager: 

• Legal Services; 

• Internal Audit; 

• Communication; 

• District Management Area; and 

• Disaster Management. 

COMMITTEES 

EDEN/KAROO HUMAN RESOURCES FORUM 

This forum was established for consultation and to reach out 
to local municipalities in our area and exchange information. 
Human Resources of Municipalities who attended these fo- 
rums were George, Knysna, Bitou, Mosselbay, Oudtshoorn, 
Kannaland, Beaufort- West and Central Karoo DM. 

All aspects of Human Resources are discussed, such as policies, 
computer programs, conditions of service, training and devel- 
opment, health and safety, etc. 


EMPLOYEE ASSISTANCE PROGRAMME STATISTICS 
JUNE 2010 


TOTAL EMPLOYEES 

REASON 

2 

SUBSTANCE ABUSE 

4 

TRAUMA 

1 

FAMILY MATTERS 

2 

WORK RELATED 

2 

FINANCES 


REGIONAL SKILLS DEVELOPMENT FACILITATORS FO- 
RUM 

This forum meets quarterly to discuss regional training pro- 
grams, learnerships and other training interventions to fast 
track the learning of identified staff. The ultimate aim is to en- 
sure that there is a pool of experiences and trained staff to meet 
the various service delivery challenges. 

LABOUR RELATIONS 

Staff discipline and compliance with labour legislation and col- 
lective agreements is the main priority of this function. The key 
responsibilities include the following: 

• Co-ordination of all disciplinary procedures which 
include Counseling. Tribunals, Incapacity 
Investigations and Grievances. 

• Administration of full-time shop stewards. 

• General Human Resource functions pertaining to 
labour relations matters. 

• Labour related queries. 

• Adhering to relevant collective agreements and 
legislation. 


EMPLOYEE ASSISTANCE PROGRAMME (EAP) 

A Human Resource Officer: EAP has been appointed on 1 June 
2010. During the month of June 2010 the following policies 
were referred to Management: 

Policy on Bouquets to Employees and their families 
Employee Assistance Program Policy 


ORDER AND DELIVER OF FRUIT AND FLOWER BAS- 
KETS FOR PERSONNEL ACCORDING TO THE GIVING 
OF BOUQUETS POLICY: 


MONTH 

TOTAL 

January 

0 

February 

4 

March 

2 

April 

5 

May 

4 

June 

11 


HIGHLIGHTS OF DEPARTMENT 

Strategic session and role out of values. 

The Corporate Services department held a strategic session on 
15 March 2010. The portfolio Chairperson Councilor N Bityi 
joined the session for a part of the session. All the employees 
that falls under Corporate Services were part of the session in- 
cluding the employees from our outside offices. The theme for 
the session was “A Reliable Partner”. The reason the theme was 
chosen was because Corporate Services branding is that of a 
reliable partner and our core value is trustworthiness. 
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The different sections took away the inputs in the SWOT analy- 
sis to focus on the sections specifically and a further feedback 
session will take place during September 2010. 

Two of the proposals to address shortcomings are in the pro- 
cess of implementation. It is proposed that an employee is cho- 
sen by their colleagues who, is seen as the “reliable star” of the 
month. 

From all the reliable stars, a “star of the year” will be chosen. 
The employees that are winners will be made known in the 
newsletter as well as through the notice boards. 

The feedback from employees in regard to the strategic session 
was very positive and will be building on. 

As part of implementing the values in the organisation a “coffee 
session” was introduced. It takes place once a month on the last 
Friday of the month for about half an hour. All the employees 
in the departement drink their morning coffee together and 
share some rusks. In the session we try to get to know each oth- 
er beter and share and discuss matters that influence all of us. 

Celebration of AIDS/HIV Day December 2009 
World Aids Day was celebrated on the 1st of December 2009 
with all the Eden DM staff in Oudtshoorn at De Jager Sport- 
field. The Guest Speaker was Mr David Dennis who is a hiv/ 
aids activist - he is also well known as actor from the televi- 
sion programmes of 7De Laan and Sole City. Each employee 
received a bag containing hiv/aids awareness pamphlets and 
some pens and name tags which was donated from medical aid 
funds. A minute of silence was held to honour the day and 
those who suffer from hiv/aids. Some of the Managers also 
contributed to motivate staff on hiv/aids awareness. 

ARCHIVES AUDIT REPORT 

In terms of the Provincial Archives and Records Service of the 
Western Cape Act, 2005 (Act No. 3 of 2005) an inspection was 
held during 2009 to evaluate the records management practices 
in this office. 

An audit report has been compiled and sent to Provincial Ar- 
chives for their approval. 

According to the abovementioned inspection this office com- 
plied with the Archives requirements. 

All destruction activities with regards to the audit report has 
commenced. 

ACCESS CONTROL 

During 2010 council has installed a new finger print system 
at all the offices throughout the region. The time and attend- 
ance and access control system will enable council to improve 
on its current access control and the monitoring of all Eden 
employees. 


PROJECT MANAGEMENT 
LEADERSHIP 

The Bid Committee of Eden District Municipality appointed 
Nelson Mandela Metropolitan University (NMMU) as the 
preferred service provider for the Leadership development on 
NQE 5, NQE 4 and NQE 2 in April 2009. The learning method- 
ology must support African principles. 

Although the classroom activities emphasizes the Imbizo prin- 
ciples, several Imbizo processes (starting imbizo to position 
and confirm the programme and leadership discussion session 
with the evaluating panel) are also included in the process. 

The content of the programme includes aspects like Ethics, 
Communication and Conflict, Effective Relations, Organis- 
ing Work and Performance Management. The duration of the 
programme is 12 months. The modules are presented in block 
sessions. 

The programme made provision for learner group presen- 
tations where participants must present a business driven 
action-learning assignment evaluated by a panel consisting 
of Councillors of Eden and NMMU representatives. The exit 
presentations of the NQE 5 group were held at Pine Lodge on 
22 April 2010. Each syndicate group had to present a well-pre- 
pared topic in not more than 45 minutes 

The Graduation Ceremony for the 24 leadership students was 
held at Saasveld on Friday 25 June 2010. 

Many symbols (to support the African principles) are build- 
ing into the leadership transformational process, of which one 
is the calabash (symbolising the collective knowledge available 
within the learning community streaming from the African 
heritage, local government context and contemporary leader- 
ship theory). 

The calabash will be transferred from the one group to the other 
as they start with their development journey. Here a represent- 
ative of the NQF 4 group receives the calabash from a learner 
of the NQF 4 group. This process symbolise the acceptance of 
the new delegates into the larger learning community of Eden. 

Mentors play a vital role in the assessment of the leaner s devel- 
opment process, in terms of both the psychological and behav- 
ioural changes which the learners experiences. Here the men- 
tors (who are volunteers) made a pledge to support the next 
leaners in their development. 

As with the previous group, the programme of the NQF 4 
group is designed to kindle and nurture a process of personal 
growth and leadership conversations. 
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Several sessions, like orientation and pre-assessment was done 
to with the NQF 4 group in February 2010. This provided the 
delegates the opportunity to discuss their expectations, fears 
and excitement. They also received valuable feedback and ad- 
vice from the NQF Level 5 delegates in terms of the demands of 
the programme and strategies to ensure successful completion 
and were encouraged to make use of the mentoring support 
programme. 

An opportunity for the learners to discover the “inner self” by 
identifying personality and behaviour patterns, strengths and 
developmental areas were also created. 

During the periods March and June 2010, the learners attended 
various contact sessions on Leadership in Local Government 
and Effective Relationships. 

On 20 July 2010, Eden receives a conformation letter from 
NMMU indicating that the Unit for Continuing Education reg- 
istered the NQE 5 programme as a Short Learning Programme. 

LEADERSHIP CAFE 

One of the positive spin-offs from the internal organisational 
leadership process has been the development of a leadership 
cafe, where all the officials are invited to an interactive session 
where relevant organisational topics are discussed. The Cafe is 
held on a monthly basis. The thinking is that the concept be 
expanded to satellite offices. The first session was held on 21 
May 2010. 


I 
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